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BN361 Managing Leave of Absence

Managing Leave of Absence (Paid and Unpaid)

The Enter and Maintain Leave Status business process completed by the HR Administrator is used to
place salaried employees in a paid or an unpaid leave status. Depending on the type of leave, the
Benefit Administrator will have to take specific actions.

This Job Aid goes through Paid and Unpaid Leave of Absence (LOA) scenarios, and how those
scenarios result in three different benefit events:

e Paid LOA resulting in MSC benefit event
e Unpaid LOA resulting in an LOA benefit event
e Unpaid LOA resulting in an LAT manual benefit event

In addition, this Job Aid goes through the Benefit Administrator’s actions when an employee returns
from leave and the benefit event it creates on the Benefits side:

e Return from (Paid and Unpaid) leave of absence resulting in an RFL benefit event

If you are both an HR Administrator and a Benefit Administrator, refer to the HR351: Managing
Leave of Absence (Paid and Unpaid) Job Aid before completing the steps in this document.
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Paid Leave of Absence (MSC benefit event)

Once the HR Administrator has placed the employee on a paid leave of absence, the change in job data
automatically creates a Miscellaneous (MSC) benefit event on the benefits side in Cardinal. This benefit
event will automatically be processed with no manual intervention by the Agency Benefit Administrator
(BA) in Cardinal. If the Agency BA does not wish to wait for the scheduled Benefit Administration
process to run, complete the following steps:

1.

Navigate to the On-Demand Event Maintenance page using the following path:

Benefits Administrator tile > Benefits Management > On-Demand Event Maintenance

The On-Demand Event Maintenance Search Page displays.

2.
3.

¢ Cardinal Homepage Benefits Administrator
== Employee/Dependent )
Al On-Demand Event Maintenance
£-| Enroll in Benefits . | Enter any information you have and click Search. Leave fields blank for a list of all values.

%5 Review Employes Bensits - | (P S |

~ Search Criteria
+a Benefits Management

| EmpiiD | begins with + || |
Review BAS Activity —

Empl Record | = -
On-Demand Event Maintenance

Name | begins with ~
Update Event Status
Last Name | begins with +

Second Last Name | begins with ~

Alternate Character Name | beqins with v

O Case Sensitive

Limit the number of results to (up to 300): 1300

Clear | Basic Search & Save Search Criteria

Wﬂwmwwﬁwﬂv/\m

Enter the Empl ID.
Click Search.
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The On-Demand Event Maintenance page displays.

< Cardinal Homepage Benefits Administrator
Employos/Depandent .
el On-Demand Event Maintenance
5 Enroll in Benefis ~ | Melson Smithog PersonID BenRecord 0
= Review Employee Benefs - Activity Dats 10012021 Source Job Data Changs EmplRecord 0

- I Schedule/Prepare Activity I Pending Activities 1 Show Activities Actlon o

Event Status Update

Roview BAS Actvity Event D 0 EventDate Status Class
Prepare Options Event Status
On-Demand Event Msintenance
Enroliment Statement Run Date. Proquency

Update Event Status Deduction Frequency * Annual Frequency

Election Entry Entered  gof g Show Plans
1 Finalize/Apply Defaults
ValidateiFinalize Emers 0 Show Errors pply
Confirmation Statement Run Date
Reprocess Process Indicator N

Hormal Processing

Save | RetmtoSearch | Notity |

I i T I TR e N e

4.  Click the Schedule/Prepare Activity button.

The On-Demand Event Maintenance page refreshes.

< Review BAS Activity

On-Demand Event Maintenance

JOHN DOE Person ID BenRecord 0
Activity Date source EmpiRecord 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 2 EventDate 10/01/2021 Ismus F|nahzed-Frepaved| Class MSC Event Status Update
None
Jone
Propare Options. Event Status
Ciosed to Processing
Enroliment Statement
Run Date Frequency
Deduction Frequency Annual Frequency
Election Entry Entered o of 0 Show Plans
Finalize/Apply Defaults
Validate/Fnalize Emors o Show Errors.
Confirmation Statement i Oule
Reprocess Process Indicator N

Normal Processing

‘M Roturn to Search || Notity |

Note: the MSC event automatically gets a Status of Finalized-Prepared None and an Event
Status of Closed to Processing by Cardinal. No further action is necessary by the BA.
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Unpaid Leave of Absence (LOA event)

Once the HR Administrator places the employee in an unpaid leave of absence, Cardinal creates an LOA
benefit event that remains open for 30 days. The BA will communicate with the employee and determine
if a change in coverage is needed. An employee may elect to waive coverage or reduce the number of
covered dependents under the same plan at the start of a leave without pay (LWOP) if it is requested
within the 60-day qualifying midyear event window.

LOA Event — No coverage changes
If the employee’s elections are staying the same complete the following steps:
1. Navigate to the On-Demand Event Maintenance page using the following path:
Benefits Administrator tile > Benefits Management > On-Demand Event Maintenance

The On-Demand Event Maintenance Search Page displays.

< Cardinal Homepage Benefits Administrator

& Employee/Dependent
Information On-Demand Event Maintenance

1 Enroll in Benefits . Enter any information you have and click Search. Leave fields blank for a list of all values

% Review Employes Benefits v ‘ Find an Extsting Velue |

* Search Criteria
4 Benefits Management ~

I Empl ID | begins with v || I
Review BAS Activity

Empl Record | = -
On-Demand Event Maintenance

Name | begins with v
Update Event Status
Last Name | begins with

Second Last Name | begins with v

Alternate Character Name | begins with v

O Case Sensitive

Limit the number of results to (up to 300). 300

Clear | Basic Search [ Save Search Criteria

N N U R Y SR P

2. Enter the Empl ID.
3.  Click Search.
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The On-Demand Event Maintenance page displays.

BN361 Managing Leave of Absence

< Review BAS Activity On-Demand Event Maintenance,

On-Demand Event Maintenance

Person ID Ben Record 0

FRANKLIN SHELDON

Activity Date Source EmplRecord 0

Schedule/Prepare Activity Pending Activities 0 Show Activities Action

Event Status Update

EventID 1 EventDate 1272012021 Status  Prepared Class LoA
Prepare Options Event Status .
Open for Processing
Enroliment Statement. |
\ Run Date Frequency
 Deduction Frequency © Annual Frequency
‘ Election Entry | Entered  gof 4 Show Plans |
Validate/Finalize Emors o Show Errors I Finalize/Apply Defaults I

Confirmation Statement. Run Date

[ Reprocess | Brocess maicator [n @]

‘ Retumn to Search H Notify ‘

Normal Processing

4.  Check the Finalize/Apply Defaults checkbox.
5.  Click the Validate/Finalize button.
Note: No action is required from the BA except for finalizing the benefit event.
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BN361 Managing Leave of Absence

If coverage is changing for the employee complete the following steps:

1. Navigate to the On-Demand Event Maintenance page using the following path:

Benefits Administrator tile > Benefits Management > On-Demand Event Maintenance

The On-Demand Event Maintenance Search Page displays.

< Cardinal Homepage

Benefits Administrator

22 Employee/Dependent

 Enroll in Benefits v

% Review Employee Beneiits @ ‘ Find SnExstingalue

- ~ Search Criteria
+n Benefits Management ~

F* informaton ~ On-Demand Event Maintenance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Second Last Name

Alternate Character Name

O Case Sensitive

2. Enter the Empl ID.
3.  Click Search.

Rev 5/10/2022

I Empl ID | begins with ~ || I
Review BAS Activity
Empl Record | = ~
‘On-Demand Event Maintenance
Name | begins with v
Update Event Status
Last Name | begins with v

begins with v

begins with ~

Limit the number of results to (up to 300): 300

Clear | Basic Search [ Save Search Criteria

R e N I e W M T P PV
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The On-Demand Event Maintenance page displays.

Benefits Administrator

On-Demand Event Maintenance

Person ID Ben Record

Activity Date  05/01/2022 Source Job

Schedule/Prepare Activity

EventID 0 Event Date

Prepare Options

Enrollment Statement

I‘ Pending Activities 1

Data Change Empl Record 0

Show Activities i
e — Action LOA

Status Class Event Status Update

Event Status

Run Date Frequency
D F Annual Freq y
Election Entry Entered of g Show Plans
i <l Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors. PPl
Confirmation Statement Run Date
Reprocess Process Indicator N
Normal Processing
[ Save ] l Return to Search 1 l Notify I

4.  Click on the Schedule/Prepare Act

ivity button. If Ben Admin has already run, skip this step.

The On-Demand Event Maintenance page refreshes.

On-Demand Event Maintenance

Election Entry

Validate/Finalize

Errors 0

Confirmation Statement Run Date

Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 2 EventDate 05/01/2022 Status  Prepared Class LOA Euventjstatus Update)
Prepare Options. Event Status .
Open for Processing
l Enroliment Statement ‘ Run Date

‘IEnlered gof 7

Frequency

@ Deduction Frequency O Annual Frequency

Show Plans

Show Errors O Finalize/Apply Defaults

Reprocess

l

[ Save H Return to Search H Notify ‘

‘ Process Indicator |

N oQ

Normal Processing

Rev 5/10/2022
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5.  Click the Election Entry button.

The Option Election page displays.

BN361 Managing Leave of Absence

BenAdmin Data Entry =]
Help =
‘ Event/ Parlicipant Selection | Option Election | Dependents | Benehicanes
Sched ID  EMDD EmplID Mchael Wils308 Ben Record ] EventiD 2
EventData 05012022 Leave of Absence Excess Credit Rollover To Forfeit Excess Credits
~ Available Plans and Options (D' Q I 1e7 v
Plan Type 10 : Medical
I I “
Option Code [f11 Q
- (COVA Hith#vwr + Exp D + Child)
s [ 0wyt
Special Requirements.
DependentsiBeneficiaries
Dependents/Beneficlaries
o= o Puirtorstiowo. |WeskhProvder | Previusy| | Corersd A Lt Ping
i ki ]| o |o= @ -
|
Lrmmmmmsggf N T e i T e e TN e e o]

6.
The Look Up pop-up window displays.

|Search Results

View100 4 <« 71-50’5 "ﬁ
s
Opton
| opton
| opton
| option
| Waive Optn (k) (van)

Benefit Coverag
Plan  Code

o 2

one 3

o 4
IOHAZ 1

Rev 5/10/2022

Click on the magnifying glass next to Option Code under Plan Type 10: Medical.
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7.  Select a new coverage code under the same Medical Plan for the employee.

The Option Election tab refreshes.

BenAdmin Data Entry x
Help *
Event/ Participant Selaction Option Election || Dependents / Beneficiaries.
Sched ID EMOO Empl ID Wichael Wils308 BenRecord 0 EventiD 2
EventData 05012022 Leave of Absence Excess Credit Rollover To ~ Forfeit Excess Credits
~ Available Plans and Options (@ Q 10f7 v

Plan Type 10 : Medical

o

Option Code |9

Q
| covaHinawr + Exp Den (GHaz) (Singie) |

Health Provider ID O Praviously Seen
Special Requirements

Dependents/Beneficiaries

Enroll All |
‘D Name g;l:l‘i;;llsehip to IHne:IIﬁ Provider Pmsu:omuslv g:u:otﬂ.r’pe Age Limit Flag
01 Q Test Test Child [n] Child B

+.

St e s T e e S NN TN AN A

8.  Click the “-“ next to the dependent listed. Since the employee reduced coverage to Single, by
selecting a coverage code of 1, the BA must also remove the dependent from coverage.

Note: If the employee does not want to change their FSA elections skip to [Step 13.| [Commented [PB1]: Update with correct number

9.  Scroll down to the Flexible Spending Medical section.
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The Flexible Spending Medical plan section displays.

Plan Type 60 : Flex Spending Medical

Option Code | 1
Medical Flex Spending Account (FLXMED)

$1,000 00

Annual Pledge

Employee Contribution Override
Monthly

¥ Contribution Worksheet (3)

Use this worksheet to calculate the employee's desired Annual Pledge and Contribution Amount

Annual Pledge Contributions YTD  Pay Periods ~ Pay Period
Remaining  Amount
( $1,00000] - soo0) ! 1z = $6333) =

Open Protected Fields

Plan Type 61 : Flex Spending Dependent Care

Option Code W
Waive Coverage

Annual Pledge $0.00

Employee Contribution
$166.66 Monthly

Open protactad fislds for change. (These fiakds are normally detarminad by the systam)

o Eliployse Contrbution Overrice
L — B e N i W e e Y T N D

BN361 Managing Leave of Absence

i Tt i = S e A VAN, W

Calculate

Special Reguirements

o

Click on the magnifying glass next to Option Code under Plan Type 60: Flexible Spending

Note: The employee can either elect a lower amount of annual pledge than the current election or

10.

Medical.
11. Click Waive.

choose to waive the FSA amount.
Rev 5/10/2022
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The Option Election page refreshes.

P H In: c!

opten ode

Waive Coverage

e

Annual Pledge | 5000
Employee Contribution Override

» Contribution Worksheet (2

Special Requirements

Plan Type 61 : Flex Care

o

OptionCode W Q|
" Waive Coverage

Annual Pledge $0.00

Employes Contribution Override | |

» Contribution Worksheet (2

N A NI T e e T

12. Scroll down to the Flex Spending Admin Fee section.

The Flex Spending Admin Fee section displays.

Search Results
View100 4 4 120f2v » »

Option Option  Benefit Coverage
Code  Type Plan Code
1 Option FLXFEE | (blank)

w Waive Optn (blank) | (blank)

I

13. Click on the magnifying glass next to Option Code under Plan Type AZ: Flex Spending Admin
Fee.

14. Click W or Waive Optn.
15. Click the OK button.
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The On-Demand Event Maintenance page displays.

BN361 Managing Leave of Absence

Benefits Administrator

On-Demand Event Maintenance
Michael Wills398 Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event ID 2 EventDate 05/01/2022 Status  Enfered Class LOA Event Status Update
Prepare Options Event Status "
Open for Processing
Enroliment Statement |
‘ Run Date Frequency
® Deduction Frequency O Annual Frequency
‘ Election Entry | Entered 5 of 7 Show Plans.
. - O Finalize/Apply Defaults
I Validate/Finalize I Errors o Show Errors
Confirmation Statement Run Date
‘ Reprocess | Process Indicator ‘N Q ‘
Mormal Processing
[ Save ] ‘ Return to Search | ‘ Notify ‘

16. Click on the Validate Finalize button.

The On-Demand Event Maintenance page refreshes.

On-Demand Event Maintenance

Michael Wills398 Person ID Ben Record o
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action

EventID 2

Prepare Options

Enroliment Statement

Election Entry

Validate/Finalize

Event Date

Event Status Update

I Status Finalized - Enrolled ICIaSS LOA |

| Confirmation Statement

05/01/2022
| Evant e Closed to Processing I
Run Date Frequency
Deduction Frequency ' Annual Frequency
Entered gof Show Plans
Errors o Show Errors Finalize/Apply Defaults
’ Run Date

Reprocess

Process Indicator N
Nomnal Processing

s

Return to Search H Notify ‘

Note: The Status is now Finalized/Enrolled, and the Event Status is Closed for Processing.

Rev 5/10/2022
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If the employee is waiving coverage during their unpaid leave of absence, the BA must go into the LOA

benefit event and waive coverage manually by completing the following steps:

1. Navigate to the On-Demand Event Maintenance page using the following path:

Benefits Administrator tile > Benefits Management > On-Demand Event Maintenance

The On-Demand Event Maintenance Search Page displays.

< Cardinal Homepage

s Employee/Dependent

i Enroll in Benefits v

5 Review Employee Benefits L

.  Search Criteria
4 Benefits Management ~

F* informaton On-Demand Event Maintenance

Enter any information you have and click Search. Leave fields blank for a list of all values.

‘ Find an Existing Valus |

Benefits Administrator

begins with v ||

I Empl ID
Review BAS Activity
Empl Record
‘On-Demand Event Maintenance
Name
Update Event Status
Last Name

Second Last Name

Alternate Character Name

O case sensitive

2. Enter the Empl ID.
3. Click Search.

Rev 5/10/2022

begins with ~

begins with v

begins with v

begins with v

Limit the number of results to (up to 300): | 300

Clear | Basic Search [ Save Search Criteria

N N N L Y P I v
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The On-Demand Event Maintenance page displays.

BN361 Managing Leave of Absence

Benefits Administrator

On-Demand Event Maintenance

Michael Wills398 Person ID

Ben Record 0

Activity Date  05/01/2022 Source Job Data Change

Show Activities i
e —— Action LOA

Empl Record [}

[ Event Status Update

H Schedule/Prepare Activity || Pencing Activires 1
Event ID 0 Event Date Status Class

Prepare Options Event Status.

Enroliment Statement

Run Date Frequency
D i Freqt

Election Entry Entered gof g Show Plans
Validate/Finalize Errors 0 Show Errors

Confirmation Statement Run Date

y Annual Freq Y

Finalize/Apply Defaults

Reprocess Process Indicator N

Normal Processing

[ Save H Return to Search H Notify I

4.  Click on the Schedule/Prepare Activity button. If Ben Admin has already run, skip this step.

The On-Demand Event Maintenance page refreshes.

Benefits Administrator

On-Demand Event Maintenance

Michael Wills398

Person ID

Ben Record 0

Activity Date Source

Schedule/Prepare Activity Pending Activities 0

Event D 2 EventDate  05/01/2022 Status  Prepared

Prepare Options

[ Enrollment Statement ‘ Run Date

Show Activities

Event Status

Empl Record 0

Action

Class LOA Event Status Update

Open for Processing

O Annual F

Frequency
® D ion F
I[ Election Entry IEnlersd pof 7 Show Plans
Validate/Finalize Errors 0 Show Errors.
Confirmation Statement Run Date

O Finalize/Apply Defaults

‘ Process Indicator ‘N Q‘

[ Reprocess.
Normal Processing

[ Save H Return to Search H Notify ‘

Rev 5/10/2022
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Click the Election Entry button.

The Option Election page displays.

6.

BenAdmin Data Entry =]
Help =
£ | Fopsenicaent] | oworcons rswar
Sched D EMOD EmplID Mchael Wils398 Ben Record 0 EvemtiD 2
EventData 05012022 Leave of Absence ‘Excess Credit Rollover To  Forfeit Excess Credits.
Q | 107 ¥

™ Available Piens and Options @

Plan Type 10 : Medical

I ‘Option Code E a
- (Y COVAHithAwr + Exp Den (CHAZ) (Self + Child)
T — T T

«

Special Requirements.
S T Bsionshipto  HeimProvewr | Prevousy  Comed i
e o T o -

*

Ll s TN N e\ i i e b e oo )

Click on the magnifying glass next to Option Code under Plan Type 10: Medical.

The Look Up Option Code pop-up window appears.

Page 15 of 36
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7.  Click W or Waive Optn to waive medical plan elections.

The Option Election tab refreshes.

BenAdmin Data Entry x

Help =
Event/ Participant Selection ‘ ‘ Option Election Dependents / Beneficiaries
Sched D EMO0 Empl ID Michael Wills395 Ben Record 0 EventlD 2
EventData 050112022 Leave of Absence Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options (3 Q 1af 7 v
Plan Type 10 : Medical
“
OptionCode (W Q|
— | waive Coverage
Health Provider ID O Proviousty Seen

Special Requirements

Dependents/Beneficiaries

Enroll All
“0 Name ;::;:;ﬁhlpm n;:uh Provider Pregrlc'l:‘sly g:::omndType Age Limit Flag
o1 Q| TestTest Child a Child g
+
e B e g e e N I %

8.  Click the “-“ next to the dependent listed. Since the employee Waved coverage, the BA must also
remove the dependent from coverage.

9.  Scroll down to the Flex Spending Medical section.
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The Flex Spending Medical section displays.

10.

11.

Plan Type 60 : Flex Spending Medical

Option Code 1
Medical Flex Spending Account (FLXMED)

Annual Pledge $1,00000

Employee Contribution Override
Wonthiy

 Contribution Worksheet (3)

Use this worksheet to calculate the smployee's desired Annual Pledge and Contribution Amount

Annual Pledge Contributions YTD  Pay Periods  Pay Period Employee Contribution
Remaining  Amount
= = Calculate
= $8333) = 516666 Monthly

(| sto0000 - s000) | 1z

Open Protected Fields Open protactad fields for change. (Thesa fialds are nomally detarmined by the system).

Spacial Requiremants

Plan Type 61 : Flex Spending Dependent Care

OptionCode W Q
Waiva Coverage

Annual Pledge $0.00

Y I, NN, I e VAN N

BN361 Managing Leave of Absence

— e S i e N A

Click on the magnifying glass next to Option Code under Plan Type 60: Flexible Spending

Medical.
Click W or Waive Optn.

™ e e T TN A e RO S e e TN N TN TN e

Plan Type 60 : Flex Spending Medical

Option Code W Q

Annual Pledge

Waive Coverage

$0.00

Employee Contribution Override

¥ Contribution Worksheet (3)

Spacial Requirements

Plan Type 61 : Flex Spending Dependent Care

Option Code W Q
Waive Caverage

Annual Pledge $0.00
Employee Contribution Override

» Contribution Worksheet (@)
Special Requirements

o

B U e N e ate s WY R e SN W WP AR

Note: If the employee has an Annual Pledge amount for Flex Spending Dependent Care, elect W
or Waive Optn by clicking on the magnifying glass next to Option Code.

Rev 5/10/2022
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12. Scroll down to the Flex Spending Admin Fee section.

The Flex Spending Admin fee section displays.
MMMMWM”MWW*MMMMWMMM "
Plan Type 60 : Flex Spending Medical

Option Code |W ~ Q
Waive Coverage

Annual Pledge 50.00

Employee Contribution Override

¥ Contribution Worksheet (7)

Special Requirements.

Plan Type 61 : Flex Spending Dependent Care

o

Optien Code | W Q
Waive Coverage

Annual Pledge 50.00

Employee Contribution Override

*» Contribution Werksheet (%)

Special Requirements

Plan Type AY : Health Premium Reward
Option Code Q

Special Requirements

Plan Type AZ : Flex Spending Admin Fee

L
Option Code
Flex Spending Admin Fee (FLXFEE)

Special Requirements

‘ Cancel H Apply | | Refresh

Event/ Parficinant Selection | Oufion Flection | Devendents /

13. Click on the magnifying glass next to Option Code under Plan Type AZ: Flex Spending Admin
Fee.

14. Click W or Waive Optn.
The Flex Spending Admin Fee section refreshes.

T I M ¥ e NP e T e T I T
Plan Type AZ : Flex Spending Admin Fee

Option Code W  Q
Waive Caverage

Special Requirements

Cancel Apply Refresh

Event / Participant Selection | Option Election | Dependents | Beneficiaries

15. Click the OK button.
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The On-Demand Event Maintenance page displays.

Benefits Administrator

On-Demand Event Maintenance

Michael Wills398

Person 1D

Ben Record 0

Activity Date

Schedule/Prepare Activity

Source

Pending Activities 0

Event 1D 2 EventDate 050172022 Status
Prepare Options
| Enrollment Statement ‘ Run Date
| Election Entry ‘ Entered of
2 7
I Validate/Finalize IEm,rE o
Confirmation Statement Run Date

Empl Record

Show Activities

Entered Class LOA

Event Status

Freguency

® Deduction Frequency O Annual Frequency

Show Plans

O Finalize/Apply Defaults

Show Errors

Open for Processing

Event Status Update

| Reprocess

l Save H Return to Search H Notify |

Process Indicator |N Q ‘

Mormal Processing

16.

Click on the Validate Finalize button.

The On-Demand Event Maintenance page refreshes.

i Event Mai

On-D

Michael Wills398

Activity Date
Schedule/Prepare Activity
Event ID 2 Event Date

Prepare Options

Enroliment Statement

Election Entry

Validate/Finalize

Source

Pending Activities

05/01/2022

0

Person ID

Empl Record 0

Show Activities

I Status Finalized - Enrolled ICIass LOA

Action

Ben Record 0

Event Status Update

Run Date

Entered o of

Errors 0

Confirmation Statement

‘ Run Date

0

I Event Status

Closed to Processing I

Frequency

Deduction Frequency

Show Plans

Finalize/Apply Defaults

Show Errors.

Annual Frequency

Reprocess

Process Indicator

[ Save H Return to Search H

Notify ‘

N

Normal Processing

Note: The Status is now Finalized/Enrolled, and the Event Status is Closed for Processing.

Rev 5/10/2022
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Unpaid Leave of Absence (LAT event)

After the employee initially goes out on unpaid leave of absence, and an update to coverage is needed
(e.g., terminate coverage), the BA will need to create an LAT manual event.

1. Navigate to the Review BAS Activity page using the following path:
Benefits Administrator tile > Benefits Management > Review BAS Activity

The Review BAS Activity page displays.

< Reviow BAS Activity Review BAS Activity

Review BAS Activity

BAS Activity
5 a

T | Ve All

. " e Ben mpl q Event “BAS Suppress.
Emp! 1D Name ‘Action Source  All Jobs ot Rocord Evant Date Effeoq et COBRA Action

a I FRANKLIN SHELDON g':s"’:‘l"‘ a o 0 I-zrzmznmil [ }m a I ~ ITER a I -

+ B Q ~ | View Al

save Natity Retresh

Click the “+” button.

Enter the Employee ID in the Empl ID field.
Enter the Event Date.

Enter LAT in the BAS Action field.

Enter TER in the COBRA Action field.

Click Save.

Navigate to the On-Demand Event Maintenance page using the following path:

©® N o g DN

Benefits Administrator tile > Benefits Management > On-Demand Event Maintenance

Rev 5/10/2022 Page 20 of 36
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The On-Demand Event Maintenance Search Page appears.

< Cardinal Homepage Benefits Administrator

& Employee/Dependent o
Information On-Demand Event Maintenance

1 Enroll in Benefits Enter any information you have and click Search. Leave fields blank for a list of all values.

% Review Employes Benefits v ‘ Find an Existing Value |

. ~ Search Criteria
34 Benefits Management

I Empl ID | begins with v
Review BAS Activity

Empl Record | = -
On-Demand Event Maintenance

Name | begins with v
Update Event Status
Last Name | begins with v
Second Last Name | begins with v
Alternate Character Name | begins with v

O Case Sensitive

Limit the number of results to (up to 300): | 300

Clear | Basic Search [ Save Search Criteria

N N N I U R Y WPV P Ve W
9.  Enter the Empl ID.
10. Click Search.

The On-Demand Event Maintenance page displays.

BN361 Managing Leave of Absence

On-Demand Event Maintenance
Person ID Ben Record
Activity Date  12/20/2021 Source Manual Event EmplRecord 0
I Schedule/Prepare Activity Ipendi“gAmvmes 1 Show Activities | Action
EventID 0 EventDate Status Class ‘ Event Status Update
Prepare Options Event Status
Enroliment Statement il Date iy
Deduction Frequency * Annual Frequency
Election Entry Entered gof g Show Plans
Finalize/Apply Defaults
Validate/Finalize Emors g Show Errors PPy
Confirmation Statement Run Date
Reprocess Process Indicator N
Normal Processing
| Return to searcn H Notify ‘

11. Click Schedule/Prepare Activity button.
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The On-Demand Event Maintenance page refreshes.

< Review BAS Activity

On-Demand Event Maintenance

©On-Demand Event Maintenance

FRANKLIN SHELDON

Person ID Ben Record 0

Activity Date Source

Schedule/Prepare Activity Pending Activities 0

Status  Prepared

Empl Record 0

Show Activities. Action
Class LAT Event Status Update

EVent SIS open for Processing

Frequency

® Deduction Frequency O Annual Frequency ‘

O Finalize/Apply Defaults

Event ID 2 EventDate 1272012021
Enrollment Statement Run Date
Election Entry Entered pof 1
\Validate/Finalize Errors 0
Confirmation Statement Run Date

Retur o Seaeh

Normal Processing

12. Click the Election Entry button.

The Option Election page appears.

Look Up Option Code X

Help

|Search Results

View 100 4 4 |150f5 v |)p P

Option

Benefit
Plan

Coverage
Code

Option 043F03

Option 043F03

Option 043F03

Option 043F03

Waive Optn | (blank) | (blank)

13. Click on the magnifying glass next to Plan Type 10: Medical Option Code.

14. Select W or Waive Optn.
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The Option Election page refreshes.

BenAdmin Data Entry x
Help

EventParscpn seiecion || option Electon || ependerts 1 Benetcarss

Sched 1D EM0O Empl ID FRANKLIN SHELDON BenRecord 0 EventiD 2
EventDala 120202021 LOABenefls Termination Excess Credit Rollover To  Forfeil Excess Crects

n ~ Avallable Plans and Options (3 Q 1601 v

lu Activities @
Plan Type 10 : Medical

Stat
Option Code W @
Valve Coverage

Health Provider 1D O Proviously Seen
Special Requrements
Dependents/Beneficlaries

oo 4 Enfoll Al

0 Dependents/Beneficiaries

3 o Relationship to Health Provider Previously  Coversd
] Name = 0 ecen =5 Age Limit Flag

s Indicator [N
' 3 aQ o -

cancer || avty | Retesn

ni Sslection | Option Election | Dspendents / Bensficiaries

15. Click OK.

The On-Demand Event Maintenance page displays.

w BAS Activity

On-Demand Event Maintenance

FRANKLIN SHELDON person I BenRecord 0
Activity Date source EmplRecord  ©
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event D 2 EventDate 121202021 Status  Entered Class LAT EreniSauslnda i
Prepare Opticns Event Status

Open for Processing

Enroliment Statement |
\ Run Dste Frequency

® Deduction Frequency O Annual Frequency

‘ Election Entry ‘ Entered g 0f 4 Show Plans ‘

- g | elApply Def I
I Validate/Finalize I Erors o Show Errors
Confirmation Statement Run Date
‘ Reprocess ‘ Process Indicator |N Q|

Normal Processing

Return to Search H Notify ‘

16. Check the Finalize/Apply Defaults checkbox.
17. Click the Validate/Finalize button.
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Returning from Leave (RFL event)

BN361 Managing Leave of Absence

Once the HR Administrator completes the job data transaction to return the employee from (paid or
unpaid) leave, Cardinal will automatically create an RFL benefit event. The RFL event can be completed
by the employee through Employee Self-Service (ESS), or the Agency BA can complete the event on
behalf of the employee. This job aid will walk through two types of scenarios: RFL from an Unpaid no
change or a Paid leave of absence event and an RFL from an Unpaid with changes leave of absence.

Return from Leave (Unpaid with no change / Paid)

When an employee goes on leave of absence unpaid and makes no changes or if the employee goes on
a paid leave of absence, the process for returning from leave is the same. The Agency BA must first
check the Job Data page of the employee to confirm the type of leave he/she is returning from. If the
Agency BA does not wish to wait for the scheduled Benefit Administration process to run, complete the

following steps:

1. Navigate to the Job Data page of the employee using the following navigation:

Navigator > Workforce Administration > Job Information > Job Data

The Job Data search page displays.

< Cardinal Homepage Job Data

Job Data

¥ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘

IEmpIID

begins with v i\ I

Empl Record

Name

Last Name

Second Last Name

Alternate Character Name

Middle Name

begins with ~

begins with v

begins with v

begins with ~

begins with ~

O Include History | O Case Sensitive

Limit the number of results to (up to 300): | 300

Search ‘ Clear ‘ Basic Search & Save Search Criteria

2. Enter the Employee ID in the Empl ID field.

3. Check the box next to Include History.

Click Search.
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The Job Data page for the employee displays.

< Cardinal Homepage Job Data

| Work Location ‘ Job Information | Payroll ‘ Salary Plan Compensation

Empl ID
Empl Record 0

Work Location Detalls @ Q »

Effective Date 3102022 Go To Row
Effective Sequence o Action  Return from Leave
HR Status  Active Reason Retum From Leave
Payroll Status  Active Job Indicator  Primary Job
Current D
Position Number _DLI0000T Safaty/Health Comp Officer

Override Position Data
Position Entry Date
110172021
Position Management Record

Regulatory Region  USA United States
Company DLI Dept of Labor and Industry
Business Unit 18100 Dept of Labor and Industry
Department 18100 DEPT OF LABOR AND INDUSTRY

Department Entry Date  11/01/2021
N

™~ B N T A e N S W P S |

5.  Click on the back arrow to confirm the type of leave the employee returned from.

The Job Data page refreshes.

< Cardinal Homepage Job Data

‘ Work Location H Job Information | Payroll || Salary Plan Compensation
Nelson Smithgs Emel 2
Employee Empl Record 0
Work Location Details @ Q | M 4 zotz~ | k| M
Effective Date 1210212021 Go To Row
Effective Sequence 0 Action Leave of Absence - Unpaid
HR Status  Active Reason  Non-FMLA Madical
Payroll Status  Leave of Absence Job Indicator  Prmary Jab
History u]
Position Number DLIDODOT Safety/Health Comp Officer

Override Position Data
Position Entry Date
11/01/2021
Position Management Record

Regulatory Reglon  USA United States
Company DLI Dept of Labor and Industry
Business Unit 18100 Dept of Labor and Industry
Department 18100 DEPT OF LABOR AND INDUSTRY

R e N N i VR S S NPV PIPAY i e
6.  Confirm the type of leave the Action and Reason show on the Job Data page.
7. Navigate to the On-Demand Event Maintenance page to process the RFL event.

Homepage > Benefits Administrator > Benefits Management > On-Demand Event
Maintenance
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The On-Demand Event Maintenance search page.

BN361 Managing Leave of Absence

Benefits Administrator

ﬁ Employee/Dependent

Information On-Demand Event Maintenance

4| Enroll in Benefits Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Review Employee Benefits v ‘ C ‘

- ¥ Search Criteria
2o Benefits Management

Review BAS Activity

‘ JEmpi 1D | begins vith ~ || |

Empl Record ‘ = o ‘

On-Demand Event Maintenance

Name ‘ begins with V‘ ‘ ‘

Update Event Status

Last Name ‘ begins with V‘ ‘

Second Last Name ‘ begins with ~ ‘ ‘ ‘

Alternate Character Name ‘ begins with ~ ‘ ‘ ‘

O Case sensitive

Limit the number of results to (up to 300): | 300 |

-‘ Clear | Basic Search @ Save Search Criteria

8.  Enter the Employee ID in the Empl ID field.
9. Click Search.

The On-Demand Event Maintenance page displays.

On-Demand Event Maintenance

Nelson Smith9s Person ID Ben Recard
Activity Date 0311072022 Source Job Data Change EmplRecord 0
I Schedule/Prepare Activity I Pending Activiies 1 Show Activities | Action arL
EventID 0 EventDate Status Class EventSistus Update

Prepare Options Event Status

Enroliment Statement

Run Date Frequency
Deduction Frequency  Annual Frequency
Election Entry Entered gof g Show Plans
= S— Finalize/Apply Defaults
Validate/Finalize Emors o Show Errors
Confirmation Statement Run Date

Reprocess Process Indicator N

Save Retum to Search | Notify |

Normal Processing

10. Click on the Schedule/Prepare Activity button. If Ben Admin has already run, skip this step.
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The On-Demand Event Maintenance page refreshes.

On-D d Event Mair

Nelson Smith95

Activity Date

Schedule/Prepare Activity

Event ID 3 Event Date

Prepare Options

Enroliment Statement

Election Entry

Source

Pending Activites 0

03/10/2022 Status

Run Date

Entered gof 4

Validate/Finalize

Jirms 4

Confirmation Statement

Reprocess

Save Return to Search

Run Date

Process Indicator [N Q

Notify

Person ID

Show Activities

Prepared

Event Status

Frequency

@®D

Show Plans

Show ErTors O Finalize/Apply Defaults

Normal Processing

0

Note: Since the employee has returned from a paid leave or an unpaid leave of absence and has
not made any changes in their benefits while on leave, the Agency BA only has to finalize the
event, no further action needs to be taken.

Check the box next to Finalize/Apply Defaults checkbox.

11.
12. Click the Validate/Finalize Button.
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The On-Demand Event Maintenance page refreshes.

Nelaon Smitho6
Activity Date

Schedule/Prepare Activity

Event ID 3 Event Date

Prepare Options

Enroliment Statement

Election Entry
Validate/Finalize

Confirmation Statement

Reprocess

Return to Search

On-Demand Event Maintenance

03/10/2022

Person ID

Source

Pending Activities 0 Show Activities

ISMUE Finalized - Enrolled IC\E:‘IS RFL

Ben Record

Empl Record 0

Action

Event Status Update

I Event Status

Closed to Processing I

RunDate Frequency

Deduction Frequency
Entered gof g Show Plans

Errors 0 Show Errors

Run Date

Process Indicator N
Normal Processing

Notify

Annual Frequency

Finalize/Apply Defaults

Note: The Status is now Finalized/Enrolled, and the Event Status is Closed for Processing.
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Return from Leave (Unpaid with change)

When an employee goes on an unpaid leave of absence and makes changes to their benefit election
during their leave, the Agency BA must reach out to the employee and confirm if he/she wants to keep
the changes they made while on leave or return to their original elections before their leave of absence.
In this scenario the employee has decided to change their benefits back to their original elections before
he/she went on leave.

Complete steps 1 — 6 from the Return from Leave (Unpaid with no change / Paid) to confirm the type
of leave the employee is returning from.

The BA now must communicate with the employee and confirm if he/she made any enroliment changes
during their leave of absence, and if they did, the BA must find out if he/she would like to change the
enrollments back to the original elections before going on leave. Prior to communicating with the
employee, the BA should review the prior benefits in Base Benefits. If the employee does not want to
make any change to their elections follow the same process shown in the Return from Leave (Unpaid
with no change / Paid) section above. If the employee would like to change their elections back to the
original election before he/she went on leave, complete the following steps:

1. Navigate to the On-Demand Event Maintenance page to process the Return from Leave (RFL)
benefit event.

Benefit Administrator tile > Benefits Management > On-Demand Event Maintenance

The On-Demand Event Maintenance search page displays.

< Cardinal Homepage Benefits Administrator

+o Employee/Dependent

liCmnatoy On-Demand Event Maintenance

- Enroll in Benefits & Enter any information you have and click Search. Leave fields blank for a list of all values.
‘ Find an Existing Value ‘
@ Review Employee Benefits ~
- ¥ Search Criteria
+n Benefits Management ~
I Empl ID | begins with + I
Review BAS Activity
Empl Record | = -

On-Demand Event Maintenance

Name | begins with ~
Update Event Status

Last Name | begins with v

Second Last Name | pegins with v

Alternate Character Name | begins with +

O Case Sensitive

Limit the number of results to (up to 300): 300

‘ Clear | Basic Search [ Save Search Criteria

2. Enter the Empl ID.
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3.  Click Search.

The On-Demand Event Maintenance displays.

On-Demand Event Maintenance

Nelson Smith96 Person ID 08188702000 BenRecord 0

Empl Record o

Activity Date  03/22/2022 Source Job Data Change
I Schedule/Prepare Activity I Pending Activities 1 Show Activities ‘ Action RFL
EventID 0 EventDate Status Class ‘ Event Status Update

Prepare Options Event Status

Enrollment Statement Run Date Frequency

Deduction Frequency * Annual Frequency

Election Entry. Entered gof Show Plans
Validate/Finalize Errors Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator N

Normal Processing

[ Save H Return to Search H Notify |

4.  Click on the Schedule/Prepare Activity button.
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The On-Demand Event Maintenance page refreshes.

On-Demand Event Maintenance

Nelson Smith96 Person ID Ben Record 0

Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activites 0 Show Activities Action
Event D 4 Event Date  03/22/2022 Status  Prepared Class RFL Event Status Update
Prepare Options Event Status .
Open for Processing
Enrollment Statement ‘
‘ Run Date Frequency
@ Deduction Frequency O Annual Frequency
| Election Entry | Show Plans
- — O Finalize/Apply Defaults
Validate/Finalize Errors o Show Errors
Confirmation Statement Run Date
‘ Reprocess ‘ Process Indicator |N Q‘
Normal Processing
[ Save ] ‘ Return to Search ‘ ‘ Notify ‘
5.  Click on the Election Entry button.
The Ben Admin Data Entry page displays.
BenAdmin Data Entry x

Help

Event / Participant Selaction Option Election Dependents / Beneficiaries.

Sched D EMOD Empl ID Nelson Smilhos BenRecord 0 EventiD 4
EventData (0%22/2022 Relum From Leave Excess Credit Rollover To  Forfait Excess Credits
~ Available Plans and Options (@) Q | fofd~

Plan Type 10 : Medical

o

Option Code |W Q@
Viaive Coverage

Health Provider ID O Previously Seen

Special Requiremeants
Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

. Relationship to Health Provider Previously ~ Covered N
© tame Emplayee. D Seen Person Type Aoe Lt Fikd
Q o _
+.

e e N T e e T U S P
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Note: The employee waived health coverage during LOA, therefore the BA must now re-elect the
medical coverage the employee had prior to going on leave of absence.

6.  Click on the magnifying glass next to Option Code under Plan Type 10: Medical.
The Look Up pop-up window appears.

Look Up Option Code x

1490f49 ~ » b

7.  Click on the Benefit Plan the employee was previously enrolled in.
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The BenAdmin Date Entry page returns.

BenAdmin Data Entry x
Help  *
Event / Participant Selection Option Election Dependents / Beneficiaries
SchedID EMOD Empl ID Ben Record 0 EventiD 3
EventData 0372272022 Retum From Leave Excess Credit Rollover To  Forfeit Excess Credils
~ Available Plans and Opticns (% Q | 1oid

Plan Type 10 : Medical

o

OptionCode 11 Q
| covaHithur + Exp Den (CHAZ) (Sef + Ghik) |

Health Provider ID O Previously Seen
Special Requirements
Dependents/Beneficiaries

Enroll All

Dependents/Beneficiaries

Age Limit Flag

o Relationship to Health Provider Previously
D Name Employee D

Coverad
Seen Person Type

Q o =]

AN e T e A W NP WP Y S NI N WP SR

Note: The Employee had Employee + Child coverage.
8.  Click the Enroll All button.

Note: The employee did not have FSA, FSA Dependent, or FSA Fee elected prior to going on
leave in this scenario, therefore the elections will remain unchanged.
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The BenAdmin Data Entry page refreshes.

BenAdmin Data Entry x
Help  *|
Event / Participant Selection Option Election | | Dependents / Beneficiaries
Sched ID EMOD Empl ID BenRecord 0 EventlD 3
EventData 03/22/2022 Retum From Leave Excess Credit Rollover To  Forfeit Excess Credits
~ Available Plans and Options @ Q | of4 v
Plan Type 10 : Medical
o
Option Code |11 Q

COVA Hithawr + Exp Den (CHAZ) (Self + Child)
Health Provider ID O Previously Seen

Special Requirements.

Dependents/Beneficiaries

Dependents/Beneficiaries

- Relationship to Health Provider Previously ~ Covered e
D Name Empi -y Farson Type Age Limit Flag

01 Q TestTest Child o Child -
+.

I B T i e R T T

9.  Scroll down to the bottom of the page.
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The BenAdmin Data Entry page refreshes.

e o W U e e e N

o
Option Code |W
T \Waive Coverage

Annual Pledge 50.00|

Employee Contribution Override |

}» Contribution Worksheet (3

‘Special Requirements

Plan Type 61 : Flex Spending Dependent Care

o

Option Code |W
Waive Coverage

Annual Pledge 50.00|

Employee Contribution Override |

» Contribution Worksheet (%)

Special Requirements

Plan Type AZ : Flex Spending Admin Fee

OptionCod W @]

‘Waive Coverage

o

Special Reguirements

I OK I| Cancel H Apply |

10. Click OK.
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The On-Demand Event Maintenance page returns.

BN361 Managing Leave of Absence

On-Demand Event Maintenance
Nelson Smith96 Person ID Ben Record 0
Activity Date Source Empl Record 0
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
EventID 4 Event Date  03/22/2022 status Entered Class RFL Event Status Update
Prepare Options Event Status
Open for Processing
Enroliment Statement
‘ ‘ Run Date Frequency
@® Deduction Frequency O Annual Frequency
Election Entry |enterea ot Show Plans
i inali O Finalize/Apply Defaults

I Validate/Finalize I Errors 0 Show Errors

Confirmation Statement Run Date
‘ Reprocess ‘ Process Indicator [N Q

Normal Processing

[ Save ] ‘ Return to Search ‘ ‘ Notify ‘

IStatus Fmallzed—Enm\ledI Class RFL

Person ID Ben Record 0

Empl Record

Show Activities Action

Event Status Update

Frequency

Deduction Frequency

Show Errors

Normal Processing

I Event Status Closed to Processing I

Annual Frequency

Show Plans

Finalize/Apply Defaults

11. Click the Validate/Finalize button.
The On-Demand Event Maintenance page refreshes.
On-Demand Event Maintenance
Activity Date Source
Schedule/Prepare Activity Pending Activities 0
EventID 4 Event Date  03/22/2022
Prepare Options
Enrollment Statement Run Date
Election Entry Entered gof
Validate/Finalize Errors 0
‘ Confirmation Statement ‘ Run Date
Reprocess Process Indicator N
[ Save H Return to Search H Notify ‘

Note: The Status is now Finalized-Enrolled, and the Event Status is Closed to Processing.
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